SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 03/17/15 CLCSI NG DATE: 03/26/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC | | SCDC POSI TI ON #: 011229

HOURS/ VEEKLY: 040. 00 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  LONER SAVANNAH PRE- RELEASE CENTER, Al KEN (Al KEN) LEVEL 1

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50
BAND: 03 SALARY RANGE  $ 021484 - $ 039754 SPECI AL | NCENTI VE: NO
LEVEL: C SALARY RANGE $ 023237 - $ 036774 SCEIS POSITION #: 61019508

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY
BE SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:

TWO (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE MAY BE SUBSTI TUTED
FOR THE WORK EXPERI ENCE. MAY BE REQUI RED TO HAVE EXPERI ENCE | N

CRT AND/ OR PERSONAL COMPUTER.

DESCRI PTI ON OF DUTI ES:

MAI NTAI NS A CURRENT AND ACCURATE FI LI NG SYSTEM  SCREENS | NCOM NG
TELEPHONE CALLS, ROUTES APPROPRI ATELY OR TAKES MESSAGES. REVI EWS
CORRESPONDENCE AND DI RECTI VES AND DI STRI BUTES TO APPROPRI ATE
PERSONNEL FOR HANDLI NG.  UPDATES AND MAI NTAI NS PCLI CY MANUALS AND
ASSI STS | N THE ORGANI ZATI ON OF MANAGEMENT REVI EW FI LES.  UPDATES
EMPLOYMENT SCHEDULES FOR | NVATES ON A WEEKLY BASIS. MAKES COWPUTER
ENTRI ES TO UPDATE | NFORVATI ON ON RECORDS AS DI RECTED BY STAFF.

MAI NTAI NS CONTACT W TH THE PAROLE AGENT AND VOCATI ONAL REHABI LI TATI ON
EMPLOYMENT COUNSELOR. ASSI STS W TH GED, WORK KEYS, DW | DS & SOCI AL
SECURI TY CARDS. MANAGES ' CHARACTER FI RST' PRQIECT. SERVES AS BACKUP
FOR WORK RELEASE ACCOUNTI NG AND LEAVE AND ATTENDANCE;, ORGANI ZE | NVATE
ORI ENTATI ON.  PERFORMS OTHER DUTI ES AS REQUI RED BY SUPERVI SOR.
COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG

*** TH S 1S A RE- ANNOUNCEMENT* * *
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